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General Information 
 
Handbook Purpose 

This application will allow the users in the County 
Offices to add or update: 

• Spatial data (e.g. CLU boundaries) 

• Tabular data (e.g. farm number, tract number, 
CLU number, and HEL status) 

• Auditing data (e.g. reason for edit, comments) 

This data will be used in conjunction with a variety of service center business processes. 

 
Definitions 
 

ArcView: desktop software; created by 
ESRI (Environmental Systems Research 
Institute), that performs GIS (Geographic 
Information Systems) operations. 

Attribute: data that is related to a polygon, 
such as farm number, tract number, or 
system calculated acres. 

Common Land Unit (CLU) is the smallest 
unit, which has: 

1) a permanent, contiguous boundary, 
2) common land cover management,  
3)a common owner,                       
4) a common producer association. 

Geographic Information System (GIS) is 
an organized collection of computer 
hardware, software, geographic data, and 
personnel designed to efficiently capture, 
store, update, manipulate, analyze, and 
display all forms of geographically 
referenced information.  

Digitizing is encoding map features, such 
as points, lines, and polygons, as coordinates 

in a digital form (i.e. using the computer to 
draw lines and points on a digital map.) 

Polygon : a figure having multiple line 
segments connected to form a plane.  
Polygons are the GIS term for a CLU’s 
boundary. 

Spatial data is information about the 
location, shape, or relationships of map 
features, such as roads, fences, barns, feed 
lots, and other details contained on maps. 

Tabular data is information that is stored in 
tables and is related to a polygon.  The data 
includes farm numbers, tract numbers, HEL 
status, etc. 

Themes are layers of data that have similar 
characteristics (e.g. lakes, rivers, soils, etc.) 

Views are projected maps that allow the 
user to display, explore, query, and analyze 
geographic data in a GIS. 

This handbook provides 
instructions to CLU 
Maintenance Sites for using the 
CLU Maintenance Tool 
application.   
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Initial Installation 
 

NOTE: This tool requires ESRI ArcView software, Version 3.x.  It must be 
installed on each individual workstation and the person performing the 
installation must have administrative privileges. 

 

Uninstall or install will remove or over write files in the c:\usda\common directory.  If users have 
customized these files and want to preserve them, perform the following steps before uninstall or 
install: 

1.) Back-up customized common files from c:\usda\common to a floppy disk or 
temporary location on the hard drive (ex: c:\temp) 

2.) Replace customized files from floppy or temporary location to c:\usda\common 
after completing installation of new tool 

 

NOTE: Close all ArcView sessions and all other applications before 
installing this tool.   

 

 

Then double-click on the “CLU Maintenance Tool” icon (CLUMaintenanceToolv5_5_1.exe).  
The necessary files will install themselves in the proper directories.  Additional icons will be 
installed on the “Start Menu” of the Windows desktop.  See the read_me file for detailed 
instructions. 
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What’s New in Version 5.5.1 of CLU Maintenance Tool 
 
Maintenance Tool 

• Removed all guidance for Utilities Tool and QC Tool.  Guidance for these 
tools may now be found in separate user guides.  Links in this guide should 
automatically take you to those documents.  

 
Utilities 

• Added Farm Renumbering Tool 
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Using the CLU Maintenance Tool (Overview) 
The CLU Maintenance Tool can be started using two different methods.  Users can load the Tool 
from the “Start Menu” on the Windows desktop or load the Tool in ArcView.  Either method 
will start the Tool with the essential extensions used to maintain CLU data (i.e. QC, Utilities, 
Wetlands, CRP and MrSID image support).  After starting the Tool, users may load the 
appropriate CLU data and imagery that they are working on.  

Loading from the Start Menu 
From the “Start Menu,” choose “Programs” – “Common Land Unit” – “CLU 
Maintenance Tool V5.5 .1”.  This will open ArcView as a blank project file with several 
necessary extensions automatically loaded. Click on the button labeled “CLU” to open the 
Maintenance toolbar.  The program is now ready for the user to load the CLU data.   

Saving the Project 
When finished using the tool, go to the “File” menu and select “Save Project As…” to save the 
current project.  Browse to the directory where the CLU data is stored and type in a new project 
name (calling it clu_mnt.apr could cause confusion), then click “OK”.  Your project will be saved 
at that location.  

Create a Shortcut 
From the Windows Explorer, browse to where the new project is located.  Click on the project to 
highlight it, then click the right mouse button and select “Create Shortcut.”  This will create a 
shortcut link to the project that can be placed somewhere else for easier access (i.e. drag this link 
to your desktop). 

 
Loading in ArcView 
 

NOTE: This is used when launching ArcView from Windows; not when launching 
the CLU Maintenance Tool from the Start Menu. 

 

The first step is to launch the ArcView software.  Once ArcView is loaded, click “OK” to add a 
new view and click “No” when prompted to “add data now.”  Using the pull-down menu located 
at the top of the ArcView window, choose “File,” then “Extensions.”  Then, check the box next 
to the listing for CLU Maintenance Tool, then click on “OK”. 
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Next, click on the button ( ) to open the Maintenance Toolbar.  The program is now ready 
for the user to load his or her CLU data. 

 
Login Identification 
During the process of loading the Maintenance Tool, a dialog prompts the user to login with the 
systems login identification (i.e. your Windows NT, 2000 or XP login).  It then asks the user to 
select “Yes” to use that login ID. If the user selects “No,” the system prompts them to enter a 
login name manually. The “Cancel” option closes the program. This login ID will be necessary 
for identifying the user for historical/auditing reasons when using the tool.  The Maintenance 
Tools will not run unless an ID is specified.  A fully functional ArcView workspace has now been 
loaded.  Once this has been saved as a project, it can be reloaded at any time with all of the 
associated settings saved.  Click on the “File” menu option and choose “Save Project”.  Name 
the new project using an appropriate file name, and save it in the appropriate directory. 
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Opening an Existing Version 5.x Project File  
 

NOTE: Existing Project File MUST be later than version 4.0  

 

When running ArcView to perform day-to-day maintenance, a previously created project file can 
be opened.  This project file will contain all of the extensions, files, and graphic changes made to a 
group of themes when last saved as a project.  When launching ArcView, the option to “Open an 
existing project” can be chosen.  

 

 

 

 

 

 

 

 

 

 

The project file will contain all changes saved in it, from line selection color, to the imagery 
loaded.  If you have already launched the CLU Maintenance Tool from the “Start” menu, you 
can choose the option for “Open Project” in the Project window.  Please see ESRI ArcView 
documentation to learn more about project files. 
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Opening an Existing Version 4 Project File  
 

If you are opening a project that was last saved in Version 4 of the CLU Maintenance Tool, there 
are a few steps that you must take to open it in Version 5.5.1 of the CLU Maintenance Tool.  The 
FIRST TIME the project is opened in Version 5.5.1 of the CLU Maintenance Tool, the 
program will ask where the Multi-Item labeling tool and FSA Layout tools are  located.  Hit Cancel 
for each of these, and once the project is saved in Version 5.5.1, it shouldn't ask again.  These 
extensions are  still a part of the tool, they have just been combined into the Utilities extension.   
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CLU Maintenance Tool Functionality 
 ArcView Toolbar 
The functions associated with ArcView’s interface, once the CLU Maintenance Extension has 
been loaded, are shown below.  NOTE: Many functions, while shown and titled, are not 
explained in this document.  They are standard ArcView functions that exist “out of the box”.  
Please see ESRI documentation on ArcView for a full description of these functions.  Functions 
#24 & 25, and #27 - 35 are customized by USDA and are explained in this document. 

 

  

Links To Related User Guides 
CLU QC Tool User Guide 

CLU Utilities Tool User Guide 

CLU GPS Tool User Guide 

CLU Wetlands Tool User Guide 

CLU CRP Tool User Guide 

 

1 – Save Project 

2 – Theme Properties 

3 – Edit Legend  

4 – Open Theme Table 

5 – Find 

6 – Query Builder 

7 – Zoom to Full Extent 

8 – Zoom to Active Theme 

9 – Zoom to Selected 

10 – Zoom In 

11 – Zoom Out 

12 – Zoom to Previous View 

13 – Clear Selected Feature  

14 – Identify 

15 – Pointer 

16 – Draw Select Box 

17 – Zoom In (Window) 

18 – Zoom Out (Window) 

19 – Pan 

20 – Measure  

21 – Hot Link 

22 – Label 

23 – Text 

24 – Interactive Measure Tool  (see CLU 
Utilities Tool User Guide)* 

25 – Field Renumbering Tool  (see CLU 
Utilities Tool User Guide)* 

 

  

26 – Help 

27 – CLU Maintenance Toolbar  

28 – Wetland Tool (see CLU Wetland Tool 
User Guide)* 

29 – CRP Tool (see CLU CRP Tool User 
Guide)* 

30 – PLSS Section Mapmaker (see CLU 
Utilities Tool User Guide)* 

31 – GPS PLGRs (see CLU GPS Tool User 
Guide) * 

32 – Image Register Tool  (see CLU 
Utilities Tool User Guide)* 

33 – Image Shift Tool  (see CLU Utilities 
Tool User Guide)* 

34 – Synchronize Displays (see CLU 
Utilities Tool User Guide)* 

35—Image Display (see CLU Utilities Tool 
User Guide)* 

 

14 15 16 17 18 19 20 21 22 23 24 

6 8 7 10 9 13 12 11 

26 27 28 29 30 31 32 33 
 

34 
 

35 

1 4 3 5 2 

25 
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 CLU Maintenance Toolbar 

  

Click on the “CLU Maintenance Tool” button to open the “CLU Maintenance Toolbar”. These 
tools contain many of the functions associated with updating the CLU layer, both in tabular data 
and in the changing of field boundaries.  They are located on a movable (floating) toolbar in the 
ArcView environment. 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
    
 
            

 

1 – CLU Control Panel 

2 – Add Polygon 

3 – Split Polygon 

4 – Split Polygon By Acreage   

5 – Add Adjacent Polygon  

6 – Vertex Editor 

7 – Delete Land Unit 

8 – Create Inclusion 

9 – Create Circular Inclusion 

10 – Combine Land Units 

11 – Zoom to Map Scale 

12 – Search CLU and PLSS 

13 – Change Farm/Tract Number 

14 – Change Land Class Code 

15 – Set HEL Status 

16 – Attribute Land Units 

17 – Quick Acreage Calculator  

18 – Update System Acreage 

19 – Multi-Item Labeling Tool 

20 – Color Palette  

21 – Quality Control (see QC Tool User Guide)* 

22 – Auditing/CLU Linker  

23 – Set FIPS Number 

24 – Custom Layout 

5 21 

22 

11 12 14 13 15 16 17 19 18 20 

23 

24 

6 1 2 3 4 7 8 9 10 
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CLU Control Panel 

  

 

The “CLU Control Panel” button allows the user to specify and add the following themes: a 
CLU theme to edit, a PLSS theme, a soils theme, Imagery theme, Wetland theme, CRP table, a 
Crop Report theme, and other themes.  The green light indicates which theme is loaded.  

 

Click on the "CLU Control Panel" button to open the "CLU Control Panel" dialog.   

Note: that in this figure none of the themes are loaded, and all of the green lights are 
off. 

 

 

 

 

 

 

 

 

 

 

 

 

CLU Theme 
 

 

The CLU Theme panel allows you to “Add”, “Switch,” or “Create” a CLU layer.  The “Add” 
button allows you to add an existing CLU layer to your view. The “Switch” button allows you to 
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switch the CLU theme with other themes that are in the view.  The “Create” button allows you 
to create a new CLU layer (most likely not used with Maintenance Tool). 

 

 

NOTE: If you have never edited this CLU layer before using this tool, a message 
similar to the following may be displayed: 

 

 

 

 

 

 

Choose “Yes” to make your CLU layer consistent with the standard CLU layer.  

Follow the instructions below to create or add an existing CRP Table. 

 
Create New CRP Table 
 

 

  

 



 

 14 

If a CRP table does not exist for the county that is being edited, then choose the option to 
“Create new CRP table” and click on “OK”.  This will open up the “Enter State/County FIPS” 
dialog.  

 

 

 

 

 

 

 

When this dialog opens, please do the following:  

- Choose one state abbreviation for the state that is being edited from the drop down list. 

- Type in a three-digit FIPS code that corresponds to the county that is being edited. 

- Click on “Set FIPS” button to create the new CRP table.  (the “Cancel” button will 
terminate the process) 

 

NOTE:  Make sure the CLU Maintenance Tool is loaded and a CLU theme 
has been added to the Control Panel.  The CRP tool will not work without 
these. 
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Choose a directory where you want to save the CRP table and click “OK”.  A new table will open 
in ArcView.  Notice that the name begins with “crp_t_” followed by the two letter state 
abbreviation and three digit County FIPS number entered in the “Enter State/County FIPS” 
dialog followed by “.dbf”. 

 

In this example, the user chose Maryland (or MD) for the state and 047 for the county FIPS.  
Now the new table is named “crp_t_MD047.dbf”, which is Worcester County, Maryland. 
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Add Existing CRP Table 
 

 

 

 

 

 

If a CRP table already exists for the county that is being edited, then choose the option to “Add 
existing CRP table” and click on “OK”.   This will open up the “Choose a CRP table to add” 
dialog.   

 

Browse through the directories and select the CRP table to add to the current project, then click 
on “OK” (the “Cancel” button will terminate the process). 

 

Once the CRP table has been created/selected you will be able to work with the CLU 
Maintenance Tool. 
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NOTE: The CLU Theme text box now displays the name of the chosen theme.  
The green lights correspond to the active themes that are now “loaded”.   

 
 

Be sure the View is active before you begin working with the CLU theme. 

 

All users must add a CRP table in order to edit their data. Even if no CRP 
land exists in the county, a table must be created. 

   Theme is “Loaded”  

Theme is “Not 
Loaded”  
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PLSS Theme 
 

 

Click on the "PLSS Theme" button to open the "PLSS Theme" dialog, which allows the users to 
choose which PLSS theme they wish to view.  Browse through the directories and choose the 
"one" shapefile that you wish to use as your PLSS theme, then click on "OK."  Not all states have 
a PLSS layer, and it is not necessary for maintaining the CLU layer.  The “Add” button allows you 
to add an existing PLSS layer to your view. The “Switch” button allows you to switch the PLSS 
theme with another theme that is in the view.   

 

 

 

NOTE: The PLSS Theme text box now displays the name of the chosen theme. 

 
 

Add Imagery 
 

 

 

 

Click on the "Image(s)" button to open the "Imagery" dialog, which allows the user to choose 
from individual image file(s). 
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Image File(s) 
 

 

 

Click on the “Image(s)” button to select individual image files to view. 

 

 
 
Image Catalog 

 
 

Click on the "Catalog" button to create a new catalog or to add an existing image catalog.  An 
image catalog mosaics all selected images and loads them into a single theme on the view.  The 
image catalog will only display the portions of the images that fall within the display.  Image 
catalogs are the suggested means for viewing multiple images while working with the Maintenance 
Tool. 
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Create a New Image Catalog 
Click on “Create a New Image Catalog” to create a new image catalog.  Click “OK” to begin 
making an image catalog.  A dialog will pop up that asks the user to select a location and name for 
the new image catalog.  

 

 

Navigate to the drive where you want to save the catalog, name the catalog and click "OK".  A 
dialog will now ask the user to select the directory that contains all of the images that they want to 
make into an image catalog. 
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You must select the drive where the imagery is saved.  Navigate to the folder 
that contains the imagery and select it.  Click the “OK” button to create the 
image catalog and add it to the current view. 

 

Add an Existing Image Catalog 
When “Add an Existing Image Catalog” is chosen, a dialog will pop up that asks the user to 
choose an existing image catalog.  

 

 

The "Choose an existing image catalog" dialog will allow the user to load an existing catalog.  
Browse for an image catalog and click on "OK" to load it to the view.  If no catalog exists, click 
on "Cancel."  
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Adding Other Themes to the View 
 

 

 
 
 

The Soils theme can be added to the project through the CLU Control Panel.  Use the  
“Add” button to add a new soils layer, or use the “Switch” button to view a different soils layer 
that is in the view. 

 

The Wetland Theme can be added using the “Add” button.  The “Switch” button allows you to 
switch the wetland theme with another wetland point theme that is currently in your view. The 
“Create” button allows you to create a new wetland layer.  (Refer to the Wetland Tool User 
Guide for more information.) 

 

 

 

 

 

The Crop Report Theme can be added using the “Add” button.  The “Switch” button allows 
you to switch the Crop Report theme with another Crop Report theme that is in the view. The 
“Create” button allows you to create a new Crop Report layer.  

Click on the "Add " button in the "Other Themes" dialog, to choose any other themes you wish 
to view.  Browse through the directories and choose any number of shapefiles that you wish to 
use as backdrop themes, and click on "OK."   

The Soil Theme, PLSS theme, and any theme added through the “Other Themes” text box are 
not editable. 
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Editing Tools 

 

Add Polygon 

 
 

The “Add Polygon” tool is used to add a new CLU.  This tool may be used only if a polygon 
does not exist at the point where the polygon is being added (e.g. defining a CLU at the edge of 
the county). 

 

To add a polygon, click on the “Add Polygon” tool.  The scale must be set to at least 1:4800 to 
use this tool.  If it is not, users will be asked to select an area to zoom into, and once selected, the 
View will automatically zoom to 1:4800. 

 

 

 

 

 

 

 
Defining Boundary 
To add a new CLU, use the left mouse button to click along the boundary of a new CLU (on the 
image).  Double-click when entering the last point to tell ArcView that you are finished entering 
vertices. 

If the whole boundary area is not visible in the view use the “Pan” option (see section on 
Panning).  This will allow the user to move the view without exiting the “Add Polygon Tool.”   

After double-clicking to enter the last vertex, the 
“CLU Attribute Data Entry” dialog box will be 
displayed.  The user will need to fill in the 
appropriate data fields and make a selection from 
the “Reason” pull-down for historical records. 

 

 

 

 

 

 
Land Unit Attribute Data Entry 
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Click on: 
• “Update” to display the “Final Confirmation” dialog box. 
 

 

 

 

 

 

 

Click on: 

“Yes” to save the new CLU and associated data 

“No” to terminate the request to add a polygon, without saving any changes 

 

NOTE: This tool will not allow the user to create a new polygon overlapping 
an existing one (see Split or Inclusion tools). 
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Split Polygon 

 
 

The “Split Polygon” tool is used to divide an existing polygon(s). (e.g. a field and/or a tract is 
split due to CRP or sale of the property) 

 

To split a polygon, click on the “Split Polygon” tool button.  The scale must be set to at least 
1:4800 to use this tool.  If it is not, users will be asked to select an area to zoom into, and once 
selected, the View will automatically zoom to 1:4800. 

 
 
Defining Boundary 
To split an existing polygon, use the left mouse button to click just outside the boundary of the 
polygon being split to create the starting point.  If the split is created by a: 

• straight line, move the mouse across the existing polygon and double-click just outside of 
the existing boundary.   

• curved or segmented line, using the left mouse button, click along the new boundary.  
Double-click the last vertex just outside of the existing boundary. 

 

If the whole boundary area is not visible in the view use the “Pan” option (see section on 
Panning).  This will allow the user to move the view, without exiting the “Split Polygon Tool.”   

After double-clicking to enter the last vertex, each of 
the new polygons will be outlined in a red graphic, 
followed by the display of the “CLU Attribute 
Data Entry” dialog box.  The user will need to fill 

in the appropriate data fields for each of the new polygons and make a selection from the 
“Reason” pull-down for historical records. 

 

After attributing the last of the new polygons, the “Final Confirmation” dialog box will be 
displayed. 

 
Click on: 

• “Yes” to save the updates to the split CLU 

• “No” to terminate the request to split a polygon, without saving any changes 

Land Unit Attribute Data Entry 
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Split Polygon by Acreage 

 

The “Split Polygon by Acreage” tool creates a polygon with a user specified size.  The user 
defines an acreage value, an angle, and a direction which to split a polygon. 
 
 

 

 

 

 

 

 

 

 

To use the “Split Polygon by Acreage” button: 
• Enter acreage. 

• Enter a direction (ie. 40 acres starting from the North, South, East or West edge of 
the CLU). 

• Click on Draw Subfield Line. 

• Click and drag the cursor inside the polygon that you wish to split.  The line should 
be at the angle that you wish the split line to follow. 

 
Defining Boundary 
To split an existing polygon, user selects Draw Subfield Line button.   Then, click and hold down 
the left mouse button just inside the boundary of the polygon being split and drag the cursor in 
the angle that you wish to split the polygon releasing the left mouse just inside the boundary.  The 
split can only create a straight line. 

Once the split has occurred, a red graphic will highlight the current polygon to indicate the 
polygon to be attributed. 

Select and draw a 
line to determine 
direction of split. 
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After releasing the left mouse button, each of the 
new polygons will be outlined in a red graphic, 
followed by the display of the “CLU Attribute 
Data Entry” dialog box.  The user will need to fill 

in the appropriate data fields for each of the new polygons and make a selection from the 
“Reason” pull-down for historical records. 

After attributing the last of the new polygons, the “Final Confirmation” dialog box will be 
displayed. 

Click on: 

• “Yes” to save the updates to the split CLU 

• “No” to terminate the request to split a polygon, without saving any changes 

 

 
Add Adjacent Polygon 

  

The “Add Adjacent Polygon” button allows the user to use an existing CLU boundary as a 
portion of the new CLU.  For example: If a CLU has already been drawn, the user can draw 
another CLU next to the existing one without having to redraw the common boundary. 

First, click on the “Add Adjacent Polygon” button.  Next place the first point of the new 
polygon just inside the polygon it is adjacent to.  (If the view is not at 1:4800 scale, users will be 
asked to select an area to zoom into).  Proceed to draw the new CLU.  Finally, double click the 
last point just inside the adjacent polygon.  

If the whole boundary area is not visible in the view use the “Pan” option (see section on 
Panning).  This will allow the user to move the view, without exiting the “Add Adjacent 
Polygon Tool.”  ArcView will update the display to fill in any blank areas revealed in the pan. 

Now an attribution box will appear on the screen.   

NOTE: Make sure to attribute all necessary information and make a selection from 
the “Reason” pull-down (for historical records), then click the “Update” button.  

 

After clicking the “Update” button, a “Final Confirmation” box will pop-up on the screen.  

Land Unit Attribute Data Entry 
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Click on: 

• “Yes” to create the new adjacent CLU and attribute the table. 

• “No” to cancel the request to create an adjacent CLU, without saving any 
changes 

 
Vertex Editor 

 
 

The “Vertex Editor” tool allows the user to reshape a common land unit polygon by moving, 
adding, or deleting vertices. 

 

To change vertices of a polygon, click on the “Vertex Editor” tool.  The scale must be set to at 
least 1:4800 to use the “Vertex Editor” tool.  If it is not, users will be asked to select an area to 
zoom into and the view will automatically zoom to 1:4800. 

NOTE:  1) Click on this tool to “Start Editing” 2) Edit the feature 3) Click 
on this tool again to “Stop Editing” and “Save”  

Redefining Boundaries 
To reshape a single polygon or line 
Click inside the polygon or directly on a line. Tiny squares will appear along the polygon or line, 
which are called “vertex handles.”  Click and hold the left mouse button down on one of the 
handles.  Now, move the mouse to a new location, then release the mouse button.  The object 
should have changed its shape.  

 

 

 

 

 

 

NOTE:  Handles appear at every vertex and end point, and are capable of being 
added or deleted.   
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To reshape a common boundary between two features 
Click directly on the common boundary line of two polygons. “Vertex handles” will appear at 
each vertex along the shared boundary and “round anchors” will appear at the vertices located at 
each end of the common boundary.  

NOTE:  When you move, add, or delete a vertex, both polygons will be changed. 

 
To move a node that is common to a number of features 
Click on a node that is common to two or more polygon features. A square “vertex handle” will 
appear at this node, and “round anchors” will appear on the next closest vertex on each of the 
polygons.  Now when you move the common node, all polygons, which share this node, will be 
changed. 

 

To move a vertex 
Place the cursor over the vertex you want to move. When the cursor appears as a “crosshair,” 
hold down the left mouse button and drag the vertex to the new position, then release the mouse 
button.  

 

To add a new vertex handle 
Move the cursor to a position over a line, which is between two vertex handles. When the cursor 
appears as a “target”, click the left mouse button to add a new vertex handle at that exact location. 

 

To delete a vertex handle  
Place the cursor over the vertex handle you want to delete. When the cursor appears as a 
“crosshair”, press the “DELETE” key on the keyboard.  This will remove the vertex handle 
from the feature or graphic. 

NOTE:  When the user has finished with this operation, the new acreage of the 
polygon(s) is/are calculated and stored in the table. 

 

Once you have finished editing the shape of the polygon, click on the button again.  A “Final 
Confirmation” box will ask the user if they would like to save their changes.  If the user clicks on 
“Yes”, the changes will be saved, and the polygon will update.  If the user selects “No”, the 
changes will not be saved and the polygon will return to its original shape. 

The new acreage for the polygon(s) will be calculated by the system.  
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Delete Land Unit 

  
 

The “Delete Land Unit” tool allows the user to delete a common land unit polygon.  

To delete a CLU, click “Delete Land Unit” tool, and then click on the CLU(s) to be deleted.  
Before the CLU is deleted, the Final Confirmation dialog box will be displayed as follows. 

 

 

 

 

  

 

Click on: 
• “Yes” to delete the selected land unit(s) 

• “No” to cancel the request to delete the land unit(s).
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Create Inclusion 

  
 

The “Create Inclusion” tool allows the user to draw a polygon inside an existing polygon.  The 
acreage in the new polygon is subtracted from the original polygon.  For example, this tool can be 
used to remove a pond or small tree stand from a field. 

NOTE:  Inclusions cannot be created over multiple polygons. 

 

Click on the “Create Inclusion” tool.  The scale must be set to at least 1:4800.  If it is not, users 
will be asked to select an area to zoom into and the view will automatically zoom to 1:4800. 

 

Defining the Boundary 
To create a new polygon, use the left mouse button to click along the boundary of the new CLU 
(on the image).  Double-click when entering the last vertex to tell ArcView that you are finished 
entering vertices. 

 

If the whole boundary area is not visible in the view use the “Pan” option (see section on 
Panning).  This will allow the user to move the view, without exiting the “Create Inclusion Tool.”  
ArcView will update the display to fill in any blank areas revealed in the pan. 

 

Now an attribution box will appear on the screen.  Make sure to attribute all necessary 
information and make a selection from the “Reason” pull-down (for historical records), then click 
the “Update” button.  

 

After clicking the “Update” button, the “Final Confirmation” dialog box will be displayed. 

Click on: 

• “Yes” to save the new CLU 

• “No” to terminate the request to create and inclusion, without saving any 
changes 
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Create Circular Inclusion 

 
 

The “Create Circular Inclusion” tool allows the user to draw a circular field inside an existing 
polygon.  The new polygon will clip itself to the surrounding farm boundary if the two boundaries 
intersect.  The acreage in the new polygon(s) is/are subtracted from the original polygon.  For 
example, this tool can be used to create a CLU for a field that has circular irrigation.  

 

Click on the “Create Circular Inclusion” tool.  The scale must be set to at least 1:4800.  If it is 
not, users will be asked to select an area to zoom into and the view will automatically zoom to 
1:4800. 

 
Defining the Boundary 
To create a new circular inclusion, click and hold the left mouse button on the centroid of the 
new polygon.  Drag the mouse to the outer edge of the circular field and release the mouse button 
(a circle should appear while dragging).  After releasing the mouse button, the new circular 
polygon will clip itself to the bounding polygon.  Each of the new polygons will be selected, 
followed by the opening of an attribution box.  Make sure to attribute all necessary  information 
and make a selection from the “Reason” pull-down (for historical records), then click the 
“Update” button. 

After the last polygon has been attributed, the “Final Confirmation” dialog box will be displayed. 

 

Click on: 

• “Yes” to save the new CLU 

• “No” to terminate the request to create the inclusion, without saving any 
changes 
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Combine Land Units 

 
 

The “Combine Land Units” button allows the user to combine many adjacent CLUs into one 
CLU.  

NOTE:  Two or more CLUs can be combined. 

 

First, hold down the “shift” key and use the select button to select the polygons in the 
coverage that are going to be combined, then click the Combine Land Units button.   
 

  

 

The program will then pop up an attribution menu, which will display the attributes from all of 
the polygons involved in the combination.  The user should select one set of attributes to 
associate with the new combined CLU.  The function will check to make sure that the CLUs are 
located adjacent to one another. 

 

 

 

 

 

 

 

After the user clicks on “OK”, a “Final Confirmation” box will appear.  

 

 

 

  

Click on: 

• “Yes” to combine the selected land units. 

• “No” to cancel the request to combine the selected land units, without saving 
any changes. 
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Attribution Tools 
 
Zoom to Map Scale  

  
 

The “Zoom to Map Scale” button automatically sets the scale to 1:7920 for printing maps for 
customers. The scale of 1:7920 means that 1 inch equals 660 feet.  This will maintain a 1 to 1 
relationship between the digital scale and the paper map scale. 

 

NOTE:  This tool will zoom the view using the center as its focal point. 

 
Search CLU and PLSS 

 
 

The Search CLU and PLSS button allows the user to find land units by: 

• farm number 

• tract number 

• field number  (CLU number) 

• Section/Township/Range numbering (PLSS) 

 

To exit the search without performing any searches, click on the X in the upper right corner of 
the dialog. 

This tool allows the user to enter any of the above information to create an initial “New Set” of 
information.  Then, they can select a subset by using another search criteria using the “Sel from 
Set” button.   

For example:   

§ Select the “Farm” category. 

§ Type in the farm number you wish to search for.  

§ Select the “New Set” button to select all CLUs with that farm number.   

§ Select the “Tract” category. 



 

 35 

§ Type in the tract number you wish to search for.  

§ Select the “Sel from Set” button.  

 

Now you should have only the polygons selected that contain BOTH the farm number AND the 
tract number that you entered.  If you wish to have more than one farm or tract number, select 
the appropriate category, type in the number to add, and click the “Add to Set” button 

 

To use the Sec-Twp-Rng Query, make sure  PLSS Layer is loaded.  Enter the data as “numbers 
only” in the following order with spaces between them: Section first, Township second, Range 
last.  (Example: 36 15 10) 

PLSS attribute structures are not consistent.  In some, Township and Range may be text fields 
with “N” and “E” values included.  In these cases, the example would be: 36 15N 10E. 

The “Locate” function keeps your existing selections while locating and zooming to a new area. 

If you have examined data using the “Locate” button, you can zoom back to your previous search 
by using the “Zoom to Selected” button located on the ArcView toolbar.  See ESRI ArcView 
documentation for more details on “Zoom to Selected.” 

 

The following describes the Search Tool buttons: 

• The New Set button selects all polygons that have the attribution equal 
to the entered value from the entire file. 

• The Sel from Set button selects the polygons that have the attribution 
equal to the entered value from the existing selected features, narrowing 
the selection.   

• The Add to Set button selects the polygons that have the attribution 
equal to the entered value, and adds them to the already existing set, 
creating a larger group of polygons. 

• The Locate  button finds the polygons with the attribution equal to the 
entered value, and zooms to the polygon(s) without selecting them.  It 
creates a graphic over the polygon(s) located, which is a different color 
than the CLU layer, making the located polygon(s) easier to identify 

• The Del Graphic  button deletes the graphics created by the Locate 
button 
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Change Farm/Tract Number (Mass Attribution) 

  
 

The “Change Farm/Tract Number” button allows the user to change a farm number and/or a 
tract number on one or many selected CLUs. 

 

First, select the polygon(s) that need to be updated, then click on this button.  An attribution 
window will appear that will allow you to change farm and/or tract number. To change a Farm 
Number only, leave the tract box blank.  To change a Tract number only, leave the Farm box 
blank. 

 

 

 

 

 

 

 

Once “OK” is selected, a “Final Confirmation” box will appear.  

NOTE:  The dialog will tell the user what the Farm and Tract will be changed to 
and on how many CLUs it will be changed. 

 

 

 

 

 

Click on: 

• “Yes” to change the Farm and/or Tract numbers for the selected land units. 

• “No” to cancel the request, without saving any attribution changes. 
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Change Land Class Code (Mass Attribution) 
 

         
 

  

 

 

                                                                (before)                                                              (after)  

The “Change Land Class Code” button allows the user to assign a land use code to one or 
multiple CLUs.  Use the “select” button on the ArcView Toolbar to select CLUs (hold the shift 
key for multiple units).  Once the land units are selected open this tool and select a code from the 
dropdown menu.   

You will be asked if you wish to save the update to the number of land units selected.  Choose 
“Yes” to save the changes and “No” to cancel the procedure. 

 

 

 

 

 

 
 

Set HEL Status  (Mass Attribution) 

  
 

The “Set HEL Status” button allows the user to set the HEL status of one or many CLUs to 
any of the following:  

• HEL (Yes) 

• NHEL (No) 

• Exempt 

• Undetermined 
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Multiple selected CLUs may be changed with this button.  First, using the “shift” key and the 
select button, select the polygons, then select this button. An attribution window will pop up 
prompting the user to choose an HEL status. 

 
 
 

Click on: 

• “Yes”, “No”, “Exempt”, or “Undetermined” 

• “OK” to save the new data to the file 

• “Cancel” to terminate the request without saving attribution changes. 

• If “OK” is selected, a “Final Confirmation” box will appear.  

NOTE:  The dialog will tell the user what the HEL will be changed to and how 
many CLUs it will be changed on. 

 

 

 

  

 

Click on: 

• “Yes” to change the HEL status for the selected land units. 

• “No” to cancel the request, without saving any attribution changes. 

 

Attribute Land Units 

  
 

The “CLU Attribute Data Entry” dialog allows the user to change the following:  

• farm number 
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• tract number 

• field number 

• FSA Acreage 

• HEL status 

o HEL (Yes) 

o NHEL (No) 

o Exempt  

o Undetermined 

• Reason for edit 

• Comments 

 

Only one CLU can be updated at a time using this button.  First, select a CLU that 
requires attribution updates.  Next, change any of the attributes that need to be 
changed. 

NOTE:  The “Reason” drop down consists of a list of common editing reasons.  
Please choose the one reason that most applies to why the polygon is being edited.  
This selection will be stored and can be used in the future for historical purposes. 
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Click on: 

• “Update” to save the new attribution 

 

 

Once “Update” is selected, a “Final Confirmation” box will appear.   

 

 

  

 

Click on: 

• “Yes” to save the new attribution for the selected land unit. 

• “No” to cancel the request, without saving any attribution changes. 

 
 

Quick Acreage Calculator 

 
 

The “Quick Acreage Calculator” button allows the user to review the system-calculated acreage 
for the selected CLU(s).  Multiple CLUs may be selected by holding the shift key and selecting 
units with the “Select” button before clicking on the acreage calculation button, and this will give 
the total acres for the selected CLUs.  This tool stays on the screen so the user can view multiple 
polygons without having to open it every time.  If no CLUs are selected, the “Quick Acreage 
Calculator” will display zero as the acreage. This interface window can be kept open, and the 
acreage will adjust to match the selected polygon(s). 
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The three buttons on the right allow the user to manually check the acreage of an area, and to compare that acreage to 
the acreage of an existing polygon.   
 
 
 
 

  

 

 
 
 
 
 
 
 
 
 
 
 

With the Check Acreage Manually 
Tool (left most button), the user has the 
ability to draw an outline around a 
potential field/subfield and determine the 
acreage of that field/subfield (through the 
on-screen display), without adding a 
polygon to the layer. 
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The Delete All Graphics Tool (right most 
button) deletes all of the lines drawn by the user using 
these tools.   

 
 

 
Update System Acreage 

  

Click on the “Update System Acreage” button to recalculate all or selected land unit’s acreage 
for a theme if needed.   

Multi-Item Labeling Tool 

  

The “Multi-Item Labeling Tool” button allows the user to add and remove text labels from the 
view.  The user can also stack, order, and set preferences on the labels as well. 

Click on the “Multi-Item Labeling Tool” button to open the “Multi-Item Labeler” dialog.  

The Modify Acreage Graphic 
Tool (center button) allows the user to 
modify the vertices of acreage graphic using 
vertex handles to move graphic line. 
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The “Auto Label” button allows the user to have ArcView automatically place the selected labels 
in each of the selected polygons (or all polygons if none are selected). 

When all preferences and label attributes are set, click this button to begin auto labeling.  

  

The “Manual Label” button allows the user to place labels on the view one at a time manually. 

When all preferences and label attributes are set, click this button to begin placing the labels 
manually.  Move the cursor over an individual polygon and click to place the label. 

 

 

The “Set Data” button allows the user to change what theme will be labeled and the order in 
which they will be displayed.  Click on the “Set Data” button to display more options.  Click on 
“Data Off” to close out these options. 
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- Label Theme:  Click on the down arrow to choose a theme to place labels on.  

- Pre-Text:  Type in a text string that will be placed in front of the label item.  

- Item:  Click on the down arrow to choose a label item (ex. Farm or Tract). 

- Post-Text:  Type in a text string that will be placed in back of the label item.  

- New Line:  Check this box if each label should be on a separate line, un-check the box 
to make the text labels on the same line. 

Hel Definition:  This tool allows the user to link two tables together to allow better HEL 
descriptions to be shown in the Multi-Item Labeling Tool.  USDA uses one-letter descriptions for 
HEL status (Y, N,  E and <blank>), and these may not be obvious to the user/customer.  By 
joining the HEL lookup table, the labels that appear on the map will be “HEL”, “NHEL”, 
“EHEL” and blank, for “undetermined”.  

Hel Value in CLU shapefile   Displayed Hel Value 

N      NHEL 

Y      HEL 

E      EHEL 

Blank      Blank 

 

 

 

 

 

 

 

 

 

      The above illustrates what will be displayed in the labels if HEL Definition is toggled to “Yes”: 
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Template :  Ability to create, save, load, and delete label templates.  The templates can be 
saved and reloaded at a later time.  Users can create multiple templates for the CLU shapefile 
or any other shapefile based on the task at hand.  Users can delete templates at any time. 

When the user chooses and displays  labels content, the following is an example of Mulit Item 
Labler filled out correctly. 

: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The label will be similar to this: 
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 Select  Label Position 

The label position  is only used for auto-labeling and refers to the position of the text within the 
polygon.  If the text does not fit within the polygon, then a “best” placement is chosen.  Manual 
labeling places the label at the point where the user clicks.   

- Font Size: Either type in or use the scroll bar to choose the font size. 

- Font:  Either type in a font or choose one from the scroll down.  

- Font Style: Either type in a font style or choose one from the scroll down. 

- Font Color: Either type in a color or choose one from the scroll down.  

- Text Masks: Choose to add text masks for a solid fill background around the label or 
choose not to draw text masks. 

- Setting Templates: Allows the user to save, load, and delete current font properties. 

  
The “Properties” button allows the user 
to set or modify the label’s text attributes.  
Click on the “Properties” button to bring 
up the “Label Parameters” dialog. 
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- Numeric Decimal Places: Allows the user to set decimal labels to the tenth and 
hundredth decimal place. 

-  Click on Apply to set these preferences. 

  

The “About” button opens a pop-up, which shows the version and date of release, as well as 
some contact information.  

  

 

The “Delete All” button will remove all graphics and text labels from the currently selected 
theme. 

 

 
Color Palette 

  
 

The “Color Palette” button allows the user to change the Fill, Selection, and Outline colors of 
the selected Themes.  The Fill Pattern scale can be used to set the fill patterns to clear or semi-
transparent fill so the imagery can be viewed through the CLUs. 
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Custom Layout  
 

  
 

The “Custom Layout” button allows you to create a custom map of selected land units.   When 
a view is open, you can create a very simple layout of what is displayed in the View.   

 

 

 

 

 

 

 

 

 

 

 

 

 Click on this button and choose the type of layout you want by clicking in the appropriate radio 
box {None, Custom FSA, or Standard ESRI).  Then choose the map orientation {Landscape or 
Portrait}, Legend {On or Off}, North Arrow {On or Off}, Scale Bar {On or Off}, and Set Map 
Scale {Yes or No}.  Type in a Map Title in the space provided, then click on “Make Map.”  A 
new layout will appear with all of the selected elements in place. 

Once the new layout is created, the interface has included a new “Add Date” button to stamp the 
map.  Select the “Add Date” button and it will automatically input the current date to the layout. 

 

Example of where date will be 
located on bottom of map. 
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Auditing/CLU Linker 
 

  

The “Auditing/CLU Linker” tool allows the CLU Manager to audit editing activity.  The 
tool links the edits on the CLU layer to the user that was logged in when performing the 
edit.  This tool can help to identify problems or edits that have occurred at a certain time.  
The CLU Manager can also view the activity for day, select Time field and review all edits 
made. 
The “Auditing/CLU Linker” opens two new tables (one for the CLU theme and one for the 
Auditing table) then links the two together through the CLUID fields.  It will help with the 
Auditing process.  Auditing/CLU Linker tool will ask the user if they wish to remove the tables if 
they already exist in the project. 

 

 

 

 

 

 

 

 

 

 

 

When a CLU is selected, all records from the Auditing table that share the same CLUID number 
will also become selected. 

NOTE: This tool is used to display historical records of a CLU theme. 

New Feature: Auditing/CLU 
Linker tool now asks the user if 
they wish to remove the tables 
if they already exist in the 
project. 

Notice how the 
Auditing table 
displays: Time 
(of edit), Date 
(of edit), Login 
Id (from 
startup), Tool 
(used to edit), 
Reason (from 
attribute 
dialog), Parent 
Id (only for 
split, combine, 
and circular 
inclusion tools), 
and CLUID 
(unique CLU 
identifier).  
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Set FIPS Number 
 

  
 

The “Set FIPS Number“ button allows the user to set FIPS codes for the CLU layer.  Enter the 
county and state FIPS codes for the county you are working on, including leading zeros if 
necessary .  

 

 

 

 

 

 

 

When the correct numbers are entered, hit “Update” and all of the CLUs in the CLU layer will 
be updated with the proper FIPS code.   

 

Quality Control 
 

 
 
Please refer to the QC Tool User Guide for detail on the use of these tools.
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Appendix A  - Discussions 
Snapping Environment 
 

Definition:  Snapping – the process of making two features meet exactly at the same coordinate.  
(ex: making a vertex of one polygon match a vertex of another polygon at the exact same 
coordinate location)  

 

 

 

 

 

 

 

 

 

 

Snapping is a very important tool in ArcView and in the CLU maintenance process.  
There are two types of snapping: General and Interactive.  

Interactive snapping corresponds to the area that you are currently creating/manipulating.  The 
current vertices will snap when you grab them. 

In contrast, General snapping corresponds to the entire polygon that is being manipulated.  
When general snapping is enabled, areas of the polygon that are not visible on the screen will snap 
to neighbor polygons. 

To enable the “snapping environment,” click on the “Theme” menu and select “Start 
Editing.”  Move the cursor over a VOID area in the view and click and hold the RIGHT 
mouse button.  A pop-up window will appear on the screen.  Select the option “Enable General 
Snapping.”  
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Snap Tolerance 

A new button will appear on the toolbar that will allow the user to select a snapping tolerance.  
Click on this button, then click and hold the LEFT mouse button anywhere in the view.  Drag 
the mouse slowly, so that a circle appears on the screen.  The size of the circle determines how 
close two vertexes need to be, to become “snapped” to one another.  

You can also right click with the mouse and the enable/disable snapping options will appear on 
the menu.  You can turn them on or off using this method.  This will not, however, allow you to 
set a tolerance.   

 
Stopping Processes 
 

Running some processes in ArcView can be time consuming on large data sets (e.g. Check for 
Overlapping Polygons).  As a result, a “Stop” button has been built in to the Quality Control 
tools.  If you click on the “Stop” button, the process will stop.  The “Stop” button is located in 
the lower right hand corner of the ArcView screen.  

 
 
 
  

NOTE:  If running the process on data sent through the server, or extremely large 
data sets, it could take approximately one minute to register the click.  This, 
however, may be more convenient than the alternative of waiting for the process to 
finish.  

 
Panning 
 

Place the cursor over the area of the view in to which you wish to pan, then click on the right 
mouse button.  This will display a pop-up menu of choices. 

 

 

 

 

   

 

Click on the option for “Pan.”  The view will now be panned to the specified area. 


